marta .

'APPLICATION FOR RECORDS DISP'OSITION STANDARD

INSTRUCTIONS: Prepare in duplicate and forward to the R&ecords Management Analyst, Management Systems Division

3. Dept | Division, Subidivision & Administering Office Addrm . FOR RECORDS MANAGEMENT DIVISION USE
Transit System Development - MARTA ' Date Received  Application No. _ Date Completed
Real Estate Division : : —_
Program Coordination Branch l"‘9-7-8l 8)\ ~-76 FEB 21981
2300 Peachtree Summit Bldg. 1. Application 2. Dept. Application No.

401 West Peachtree Street

Atlanta, Georgia 30365

4, Person to Contact 5. Working Title 6. Telephone Numbar

Deborah Mathis-Browder Program Coordinator 586-5209

— ————
7. Action Reuuesled

a. B Establish Retention Schedule; record wi?l continue to accumulate.

b. [J Dispose of present accumulation; no further accumulation anticipated.

¢. [0 Amend Application No. . Check One: DO change; O Supercede; I Void

B. Dates of Series 9. Records Series Titie (followed by title used in office; if different)
Earlies) . Latest '

)

1972 | Present | Real Estate Payment Invoice Files

10. Division and Office Function What is the function of the Division and the Office in which this record series is created?

The Division of Real Estate is responsible for acquiring right-of-way needed
for development of the transit system, which includes property appraisal,
negotiation, acquisition and clearance functions. It is also responsible for
relocating displaced families and businesses and for operating a salvage yard.
In addition, it manages the Authority's real estate interests, which include
station concessions, advertising and disposable properties.

11. Record Series Description This file contains the following docutharlts finciude form numbers and titles, if any):
Attach samples of the file. L

Documenis relating to:  Requests for payment by invoice and encumbering of funds for
- - .. future-expenditures. -. . - -

“h

Included are: Invoices and option -folders which indicate that an expense
' will be incurred in the ‘future. Also included with each
invoice, if applicable, is information on property management,
demolition, purchase settlements, purchase amounts, severance
and restoration, refunds, area manager brokers, tax and other
invoice related information.

File is arranged: Numerically by date payment requested,
12. Monthly Reference Rate How often are records referred to which are:
One to six months old _.3_._ ; Seven to twelve months old ; Thirteen to twenty-four months old

twenty-five manths and t.)lder ?

13. Annual Rate of Accumulation of Records

.Letter-sizadrawers __ . tegal-size drawars __L_.g_ ;Shetves ________: Other (specify) 1

3012 {3/76)




YES | NO | 14, Questionnaire (Place an X7 in the proper columni . K
a. Is this the officiat copy of the series? :
X If not, where is it? o
. b. Does the series contain confidential information requiring security handling? I yes, cite jaw or ;agulanon
K .S, Uniform Relocation & Real Property Acqulsltlon Act of 1970
X c. Is this a vital record? .
x 0 D ths simwe h.wt\ histin "...'l o o eem o eseong h vidue? T o
X o Wl ot lwu chean tanmsest e, aon vhees Bl niakes of oo iy Ler hemtps the et bl Ton lmm petunld okl Hhese !|u| ienstes e
scheduled separately?
< f. s the informarion contained in this saries ever published? If yes, attach coby. B
X 8. Is the information contained in this series ever analyzed and/or recorded in a summarized report?
f yes, attach copy.
h. 1s there 8 duplication of tms serios in your office, or in another office or agency?
X If yes, where? (Portlons of file information malntalned by Accounting)
< i. Is this series {or # major Qomon of it} regularly microtiimed? ‘
X i. Does the racord saries result in a computer printout? B i
""T15. Retention Asquirements " The following requires the series to be kept:
a. State Law years. d. Audit period - vears.
b. Statute of limitation years. e. Admirustrative need —_— years.
¢. Federal Iaw véars. : . Fedaral retention instructions —— ) -'years.
 Attach copy or sxcart of '.mm or mgulanons Explam administrative nged. |
UMTA External Operating Manual - Page III D-41
Hold for three years past the date of the submission ‘of the final
Expenditure report.
16. Approved Disposition Instructions This agencv recommends that rh_e_f-ll-_e_s;:;i)_eﬂrul oft aﬁr:e:\;;i_ aach:
[} Calendar Yem: [XFiscal Year: {.) Other — then,
: O Hold in the current filesarea ____________ monthls) __L___ year(s); then
' 0 Transfer 1o local holding area; hoid ——_ ysar(s); than
O Transfer to State Records Center; hoid vear(s); then
: 0O Destroy. '
1 (O Transfer 10 State Archives fGr permanent retention.
C] Other (Specify}
Cut off file at end of each fiscal year; after last expenditure report is
recorded; hold in central files area for one year; then transfer to the
Authority s Records Center - hold for three years past the date of
submission of the final expenditure report; then destroy.
These instructions apply to all prior ;nml future accumulations ol the seres
{Indicate brieliy rationafe Tor recommenthations abhove/ o wiite gdddnimonal 1emarks):
17 APPROVALS .
v Do ent Off-car / /g’o mr_ﬁig “Tlega _LJ D[tc
gpd DIZ. Approvsg Division of Audit T R ,&t
s 22280 |7 ~ougi v ( ,\A.L\\-\\/'/ - tlelwy T
Dgt %‘0@ Department of Archives and History Dath
o . ¢ M &LA& ‘7< -l ™ 9'
IVSW /é/Z:/qC) Approved  MARTA Management Advisory Committas Dste




